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CHAPTER I

INTRODUCTION
Educators and businessmen claim there is a real need for
students who have developed their individuality and a sense of
responsibility.
What is needed in America today is a renascence
of the individual. A new sense of individuality in the
American people is indispensable if the world is to
profit from our unique contribution. The schools must
take a strong stand on the issue of individual develop
ment in this eon of mass media, mass testing programs,
machine scoring operations, mass teaching techniques,
and group guidance.*
Individualized instruction is a plan which permits the student
to work at his own rate of speed and takes into consideration the
needs, abilities, and growth of the individual student. Through
individual instruction the student is provided the opportunity to
assume responsibility as a part of the development of his character.

*B. Frank Brown, Renascence of the Individual Learning—New
Approaches to Individualizing Instruction, Report on a Conference
to Mark the Dedication of Ben D. Wood Hall, Princeton, New Jersey,
May 11, 1965 (Princeton, New Jersey: Educational Testing Service,
1965), pp. 64-66.
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Students are able to improve from step to step
from simple to complex, independently of the teacher.
This type of follow-through will allow the student to
develop a character of responsibility and good judge
ment. Most beginning employees who lose their jobs do
so not through skill deficiencies but through character
deficiencies, particularly failures to take on respon
sibility. ^
Statement of the Problem
The purpose of this study is to determine the effectiveness of
an individualized instruction program on the senior level at St. Teresa
Academy. The program's effectiveness will be measured by comparing
the national percentiles of the National Business Entrance Tests with
the scores of the students under the individualized program at St.
Teresa Academy.

The Chi Square method was used to test the

significance of the difference between the St. Teresa student
percentiles and the national percentiles.
The program of individualized instruction is divided into five
categories at St. Teresa. These programs are Secretarial Practice,
Clerical Practice, Business Practice, On-The-Job-Training, and
Intensified Clerical Practice. For this study the programs of
Secretarial, Clerical, and Business Practice will be used.

2

Rosemary Shanus, et. al. Modular Scheduling: How Much
Illusion." Business Education World. XLIX November, 1968, 13-15.

3

Secretarial Practice is a program which concentrates on
transcription, personality development, general office techniques,
machine transcription, family budgeting, advanced typewriting, and
preparation of mailable letters (a 100 letter special project.)
Clerical Practice concentrates on typewriting, introduction to machine
transcription, family budgeting, advanced typewriting, introduction to
office machines, clerical office procedures (textbook), and typical
office typing (practice sets). Business Practice is a program with
concentrations in family budgeting, general business, principles of
salesmanship, filing, payroll, insurance, and general preparation
for employment.
Need for the Study

A program of individualized instruction is in progress at St.
Teresa Academy which centers around the individual and takes into
consideration his abilities, needs and growth potential. St. Teresa
Academy is a private academy for girls located at 2501 Ridge Avenue,
East St. Louis, Illinois, owned and operated by the Adorers of the
Blood of Christ. The total enrollment of the school is approximately
670 students with 34 faculty members, both full and part-time.
Now that the program of individualized instruction is in
operation at St. Teresa Academy, its effectiveness should be
determined.

4

Hypotheses
The hypotheses set forth for this study are as follows:
1. There is no significant difference between the test results
of the St. Teresa students and the nationwide percentiles on the
National Business Entrance Stenography Test.
2. There is no significant difference between the test results
of the proficiency of the St. Teresa students and the nationwide
percentiles on the National Business Entrance Stenography Test.
3. There is no significant difference between the test results
of the St. Teresa students and the nationwide percentiles on the
National Business Entrance Business Fundamentals Test.
4. There is no significant difference between the test results
of the St. Teresa students and the nationwide percentiles on the
National Business Entrance Typewriting Test.
5. There is no significant difference between the test results
of the proficiency of the St. Teresa students and the nationwide
percentiles on the National Business Entrance Typewriting Test.
6. There is no significant difference between the test results
of the St. Teresa students and the nationwide percentiles on the
National Business Fundamentals Test.
7. There is no significant difference between the test results
of the proficiency of the St. Teresa students and the nationwide
percentiles on the National Business Entrance General Clerical Test.

5

Delimitations
This study was delimited to the members of the senior class
of St. Teresa Academy, 1968-69 in the areas of Secretarial, Clerical,
and Business Practice.
Definitions
The following terms are pertinent to this study:
Individualized instruction - a system which allows the student to work
at his own speed in the business area of his choice.
Area - refers to the levels of the program of individualized instruction.
In this study area refers to any of the five programs offered by the
Business Department of St. Teresa Academy.
Programmed Learning - material that is set up so that it is selfexplanatory and does not need teacher assistance nor lecture.
National Business Entrance Tests - achievement tests measuring
marketable productivity in one of more than five basic office jobs.
In all tests, an attempt is made to simulate actual working conditions
in an office.
Stenography Test - an achievement test which measures the ability of
the examinee to take ordinary dictation for a reasonable length of time
and then to transcribe the notes promptly in a mailable form.
Typewriting Test - an achievement test which covers the common
office jobs such as letters, filling in forms, setting up statistical
material, addressing envelopes, typewriting from rough drafts, and
similar activities.
General Clerical Test - an achievement test which measures facility
in the skills of checking and classifying, ability to interpret and
produce business forms, a knowledge of and speed in locating and
filing business materials, and other similar activities.

6

Business Fundamentals and General Information Test - an achievement
test which covers general education items such as the mechanics of
English, spelling, business vocabulary and arithmetic; and nonschool
taught knowledges absorbed from radio, television, newspapers, and
other sources.
Summary
The need for recognizing the importance of the individual has
been realized by researchers and educators. Once a school has
instituted a curriculum which endeavors to meet the needs of the
individual student, the institution has the further responsibility of
determining the effectiveness of the new program.
The objective of this research is to determine if the program of
Individualized instruction at St. Teresa Academy is effectively giving
the student the skills he needs in order to succeed in the business
world of today and the future.

CHAPTER II
REVIEW OF RELATED LITERATURE
Individualized instruction is the instructional method in which
the learner is made a central participant in the instructional process.*
In individualized instruction, the programs are always set up with the
individual student in mind. In setting up such a program at Marshall
High School, Petrequin says:
In the new design, the student is most Important . . .
through individualized and independent study the pupil
learns responsibility for he must choose how to use his
unscheduled time. The resources and opportunities are
there; the choice of pursuit lies within the individual.
The belief in the individual is not new. But the means
to implement this belief is new.
The review of related literature for this research was done in
two areas which seemed most pertinent to the study. These two areas
were curriculum and programmed instruction.

*John L. Hughes, Programmed Instruction for School and
Industry (Chicago: Science Research Associates, Inc., 1962), p. 4.
2Gaynor

Petrequin, Individualizing Learning through ModularFlexible Programming (St. Louis: McGraw-Hill Book Company, 1968),
p. ix.

8

Curriculum

When utilizing programs of individualized instruction and
independent study, the traditional curriculum of typewriting, shorthand,
and bookkeeping must necessarily be revised. Instead of presenting
each of these subjects as a unit of work in itself, subject matter from
each of these courses must be integrated into a new course. Such a
curriculum is usually centered around the idea of a step-by-step
student progression.
In such programs, all students usually start together. From
this point, the student sets his pace and progresses at his own rate of
speed.

Flexible Multipurpose Curriculum
In a flexible multipurpose curriculum as designed by Tate, Bell,
Eirich, and Schuck, a step-by-step sequence of study is used. This
curriculum is designed for student mobility with sequence of study in
three basic areas: (1) a one-year general education program, (2) a
three-year pre-professional program, and (3) a three- or four-year
vocational program. This new curriculum was set up on the following
assumptions:
1. Students enter their learning environment with a wide range
of abilities.
2. Individual achievement patterns vary from student to student
and from learning area to learning area.

9

3. All students should have minimum study in the area of
business education.
4. In all subject matter areas several groups of students can
be identified whose needs are sufficiently distinct to
require varying programs of students.
5. Each subject when properly taught will include: indepen
dent and individual study, small group instruction,
laboratory instruction, large group instruction.3
An example of the one-year general education program in this
multipurpose curriculum is illustrated in Figure 1.

Figure 1. Flexible, Multipurpose Curriculum for one-year
General Education program as designed by Tate, Bell, Eirich, and
Schuck.

3

Donald J. Tate, et. al. "A Flexible Multipurpose Curriculum
fear High School Business Education," Tournal of Business Education,
January, 1968, pp. 154-56.
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Organic Curriculum
A recently appointed curriculum advisory group in the United
States Office of Education Bureau of Research states that there should
be a curriculum that will meet the needs of students who neither go to
college nor graduate from high schools with occupational skills. This
group devised the Organic Curriculum. The student who graduates
from this program should—
possess the necessary qualifications for maximum flexibility
in his post-high school activities. He might enter a
university or a community college and pursue an academic
program or he might enter a community college or a technical
school and receive post-high school occupational training.
He should also have entry-level occupational skills which
permit him to go to work. He should have the additional
option of continuing his education in an adult education
program if he chooses.4
Figure 2 shows how an organic curriculum might work. The main
objective is for the student to decide what to do after high school
graduation. The training he receives during his high school courses
prepares him for any of the options shown in Figure 2. In this
curriculum the decision is made after graduation and not planned during
his high school career.

4 Robert M. Morgan and David S. Bushnell, 'Designing an
Organic Curriculum/ National Business Education Quarterly. XXV
(Spring, 1967) 10.
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Figure 2. Organic Curriculum Options for high school students.
Modular Schedule Curriculum
The transition from a rigidly structured curriculum to one
characterized by flexibility is a big step toward individualized
instruction. In this regard modular scheduling, which usually includes
independent study time, has captured the interest of business edu
cators. Figure 3 is a program suggested by the State Department of
Education for Pennsylvania for twelfth-grade pupils majoring in a
secretarial sequence. In discussing the advantages and disadvantages
of such a program for business education in the modular curriculum,
Swatt states:
In many flexible programs, due to scarcity of
time, secretarial pupils do not have opportunity to
study business English, data processing, business
law, or economics; and thus, they may be inadequately
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prepared for their Initial office Job. With the use of
this program, the pupils get a well-rounded background
and a thorough preparation for office occupations.
The strength of the modular scheduling approach
lies in the flexibility it lends to the school curriculum
in general and the business education curriculum in
particular.
A school which combines the many facets of
modular scheduling with the other curricular features
may find the function of scheduling to be complex.
Changes in the students' schedules during the early
days of the school year could be a major problem.®
Programmed Learning
Much has been written in the area of programmed instruction
which is a very necessary part of individualized instruction. If the
teacher is going to be free to relate to the students as a resource tool,
or a source of information, much of the student guidance must come
from programmed material.
Beginning with the earliest controlled studies of programmed
instruction in 1958® there has been an ever-increasing body of evidence
attesting to the fact that automated teaching, particularly the use of
programmed self-instructional materials, can achieve significant gains
in term8 of student learning.

5KennethA.

Swatt, "Modular Scheduling—Business Education's
New Challenge." The Balance Sheet. April, 1969, p. 348.
®J. G. Holland, 'A Teaching Machine Program in Psychology, '
Automated Teaching: The State of Art, pp. 69-82.
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In preparing programmed material, the teacher must follow a
set of steps which are necessary for any teacher-prepared program:
1. Select a small but significant area of subject matter.
2. Construct operational objectives.
3. Choose a model for the program.
4. Order and write the instructional aids.
5. Field test and revise the programs when necessary. 7
Programmed instructional materials are simply instructional
tool8 which aid the teacher in structuring an efficient and effective
learning situation. Programmed materials allow students to learn
independently and offer the key to the door of individualized instruction,
but materials help to liberate the student from the homogeneous class
approach and permit him to leam at his own pace. At the same time
teachers are relieved of much of the routine of exposition and drill,
which allows them to concentrate on guiding and enriching the progress
of individual students through more personal interaction.
The key to an individualized approach is the ease with which
programmed materials allow students to pursue a specific content area
O
independently with little or no direction from the teacher.

n

Joseph P. Roucek, ed., Programmed Teaching. (New York:
Philosophical Library, 1965), pp. 9-11.
8W.

E. Gibbs, "Programmed Approach to Instruction," The
Balance Sheet. XLVI December, 1965, 352.
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Gibbs points out that the teacher can exert practical control
over the use of programs by checking response sheets and testing
periodically. Another technique Gibbs suggests is the establishing
of checkpoints at various points in the program. Students are then
advised that as they reach each checkpoint they are to check in with
the teacher.

Q

With the increased emphasis on vocational and technical
schools and similar vocational facilities, programmed instruction has
become a key to teaching. Student-trainees with varying educational
backgrounds originate from many different feeder school districts.
Programmed instruction has aided the teachers of the receiver schools,
or vocational schools, who need to relate to these varied students as
well as teach them the skills and related information necessary for
developing the competencies needed for employment.
A project to develop and explore uses of programmed materials
in office and distributive education has been vary successful at Kansas
State Teachers College, Emporia. The results of this project were
summarized as follows:
Through the use of programmed materials, time
spent in learning a skill or related knowledge can be
reduced 20 to 50 per cent. A much higher level of

9W.

E. Gibbs, "The Teacher and Programmed Learning, " The
Balance Sheet, XLV1II May, 1967, 402.
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retention, when compared with conventional
materials and methods, may also result.10
In vocational education programs, according to Hoffman,
programmed materials can accomplish the following:
1. Provide for individual differences.
2. Reduce the educational differences of trainees because of
their various school backgrounds.
3. Help the student by offering remedial training without slow
ing down the rest of the class.
4. Provide short-term training on an individual basis for persons
who want training outside of regular program periods.
5. Allow the Instructor more time for planning and individualized
instruction.
6. Reduce learning time and increase the level of retention.11
In a study to determine the effectiveness of programmed short
hand materials, O'Connell found that a test of variance showed statis
tical differences in favor of the programmed sections on the theory
tests at the five per cent level of confidence. The final test did not,
however, show a statistically significant result. The majority of the
students indicated they enjoyed using the programmed materials, did
not miss the praise or criticism of the teacher and enjoyed taking
dictation from the tapes.12
10Ken

Hoffman, "Programmed Textbooks Provide Individual
Instruction," Business Education Forum, January, 1967, p. 37.
llIbid.,

p. 37.
M. O'Connell, "An Experimental Study to Determine the
Effectiveness of Programmed Gregg Shorthand Materials." (Ph.D.
dissertation,University of Wisconsin, 1967).
12Mary
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The use of programmed materials In shorthand has achieved
both significant and insignificant results. Henson reported that a
group of students using programmed materials for the first 30 lessons
of Gregg shorthand was able to complete these lessons a week earlier
than the control group not using the materials. She also reported that
the experimental group made significantly higher vocabulary scores
than the control group on three out of five tests, and significantly
higher transcription scores on four of five tests.^
On the other hand, Taylor found no significant difference
between the control and combined experimental groups on vocabulary or
dictation achievement measures. Also no significant difference was
observed between the time required to complete the programmed lessons
and scores on the achievement measures given at the end of these
lessons.14
Summary
In studying literature related to individualized instruction,
experiments indicate that a new and more flexible curriculum should be
set up to allow for the individuality of students. A teacl ar may take
13
Olive M. Henson, "The Development, Utilization, and
Effectiveness of Programmed Materials in Gregg Shorthand." Toumal
of Business Education 40:119 December 1964.
14 Helen Williams Taylor, "Development and Evaluation of
Programmed Materials in the Presentation of Theory in Beginning
Shorthand Classes." (Ph.D. dissertation, University of Tennessee,
1963).
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one of a number of directions in setting up a flexible curriculum. In
order to allow the teacher to relate to the students, he must have a
program of instruction that will allow the student to work a good deal
of the time on his own.
According to other studies and related literature, new programs
may be long-range programs covering an entire course, or short-range
programs covering only segments of the course. If schools are to be
better, they must be different. The most important consideration for
any business department organizing for improvements is to accept a
complete adjustment to such a philosophy and to the improvements it
implies. The intent is to provide a better education for all students.

CHAPTER in
CURRICULUM DESIGN
The students evaluated in this study were involved in a
curriculum that was designed and written by the researcher and a fellow
teacher, Sister Mary Carol Werner.
At the beginning of the 1967-68 school year, this curriculum
was introduced. The purpose of the curriculum was to more adequately
meet the needs of the students in the area in which the school is
located. The students in this area come from varied backgrounds and
enter vocational fields. For this reason, there was a need to write a
curriculum to give the students an overall knowledge of the business
world.
The new business curriculum was developed in five patterns.
No longer were the classes strictly typing, shorthand, and bookkeeping;
instead the business education department covered five broad areas.
1.
2.
3.
4.
5.

Secretarial Practice
Clerical Practice
Business Practice
On-The-Job-Training
Intensified Clerical Practice

The first three patterns consist of double period, and a grade
whose value equals that of two high school courses. The latter two
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patterns are one period, one credit courses. In each of the programs
the student chooses the area in which he is most interested.
The following is a breakdown of the five curriculum patterns
and the content of the courses.
Business Practice Program
Business Practice is divided into a beginning Business Practice
program and an advanced Business Practice program. The beginning
program includes retailing and salesmanship, basic business, type
writing, business mathematics, personality development, filing, and
charm development. The advanced course is a continuation of skills
and learning begun in Business Practice I with the addition of introduc
tion to keypunch, practice set work in family budgeting, stock controll
ing, insurance, and payroll.
This program is far the slower student—'C" Track. It is to
provide the student with a preparation for basic employment.
Clerical Practice Program
Clerical Practice is also divided into both beginning and
advanced programs. The beginning program consists of typewriting,
general clerical procedures, bookkeeping, personality development,
filing, and business mathematics. The advanced program is a
continuation of the office skills begun in Clerical Practice I with the
addition of machine transcription, data processing, office machines
fvery small scale), and typical office typing practice sets.
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This course is basically for "B" Track students, but "C" Track students
are allowed to enroll in it. The purpose of this program is to enable
the students to acquire jobs as general clerical workers or clerk
typists.

Secretarial Practice Program
This program, like the two mentioned above, includes both
beginning and advanced course work. The beginning program includes
beginning shorthand, typewriting, filing, and secretarial office
procedures. The advanced program concentrates cm dictation-trans
cription, personality development, general office techniques, machine
transcription, introduction to data processing, family budgeting, and
mailable letter projects.
Although this course is for "A" Track students, "B" Track
students may enroll. "C" Track students may enroll only with the
written recommendation of three of their teachers. The purpose of this
program is to equip students to become stenographers and well
prepared private secretaries.

Qn-The-Tob-Tralning
On-The-Job-Training is open to students in all three curriculum
programs during their senior year. In order to be eligible for job
training, a student in the spring of his junior year submits a letter of
application and personal data sheet to the coordinator. From these
applications, 24 students are selected and placed in the job-training
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program. During the fall of the senior year, the majority of these
students spend their mornings in the classroom and their afternoons in
the area offices. Students who are not immediately placed in offices
spend afternoons in the Business Department doing secretarial and
clerical work for teachers, work for chairmen of other departments,
and help in the school wherever their particular skills are needed.
They are graded every nine weeks from report sheets sent to the
coordinator by the employers.
Intensified Clerical Practice
Intensified Clerical Practice is offered to college-bound seniors
who do not take part in other business subjects. The course uses the
adult education progr ammed material the first semester and an
advanced typing book during the second semester. These students do
not receive grades but receive a mark of satisfactory or unsatisfactory.
General Procedures
In all beginning areas, each student sets a goal for one month
at a time indicating the extent of knowledge and skill development he
feels he can complete during that month. This goal is set during
individual counseling with the junior teacher. At the end of the month,
at another conference, the student and counselor-teacher study the
student's work sheet to see what has actually been completed in
relation to what he had aimed to complete. From this a projected aim is
made for the next month. When the student is far enough along in the
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course for a test, he makes an appointment with his teacher for the
test he wishes to take and when he wishes to take the test.
On the senior level, the student has a number of areas in which
to work. (These areas can be seen on the grade sheets in Appendix A).
All areas on this grade sheet must be completed at the end of the senior
year. The student is free to work in any area of his choice, and is not
instructed to work in any one particular area at a particular time. It is
the duty of the teacher to ask the student at check time what his
ultimate Job goal is upon graduation from high school.
The work of the secretarial student is more individualized than
the other groups. A secretarial student is instructed to budget his
time between typing and shorthand as he feels it necessary according
to his personal need. Consequently, it is possible that three days a
week he would spend one hour with the shorthand laboratory equipment
and one hour in typing. The other two days he would spend a full two
hours in typing or related areas. Whenever he felt he was ready for
dictation at any level of speed he would inform his teacher and make
an appointment for dictation.
In order to initiate the simulation of work under pressure, at
certain times during the year, the instructor enters the classroom and
announces a production test, filing test, or any other project to begin
immediately with no beforehand knowledge or instruction.
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Summary
Every year some small part of this curriculum changes in the
mechanics of the way things are done. However, nothing has
warranted a large change in the curriculum patterns. Perhaps changes
may be necessary based on the outcome of this study.

CHAPTER IV
PROCEDURES
The purpose of this study is to evaluate a program of individual
ized instruction at St. Teresa Academy. St. Teresa is a private school
for girls with a total enrollment of approximately 670 students. The
business department has an approximate enrollment of 100 juniors and
100 seniors.
There are five programs of instruction in the Business Department
at St. Teresa. These programs are Secretarial Practice, Clerical
Practice, Business Practice, On-The-Job-Training, and Intensified
Clerical Practice. For evaluation purposes in this study, only the
members of the Secretarial Practice, Clerical Practice, and Business
Practice classes will be used. The enrollment in these courses is
shown in Table I.
On March 27 and 28, 1969, the National Business Entrance Tests
for Stenography, Typewriting, General Clerical, and Business
Fundamentals were given. Tests were administered to a total of
seventy-six students in the Secretarial, Clerical, and Business
Practice classes.
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Although Table I does not so indicate, one Clerical student did
not take the Typewriting Test and one Clerical student did not take the
Business Fundamentals and Information Test.
TABLE I
TOTAL ENROLLMENT AND NUMBER OF TESTS TAKEN FOR
SELECTED BUSINESS CLASSES AT ST. TERESA ACADEMY

Class

Test Participation
Enrollment Steno- TypeGeneral Business
—
graphy writing Clerical Information

Secretarial Practice

20

Clerical Practice

43

Business Practice

13

Total

76

20

20
42

20

42

42
13

13

13

75

On March 27 the stenography test was given. While this test
was being transcribed, the typewriting test instructions were given
and the typewriting test was begun. A fellow business teacher helped
the researcher supervise the tests. The stenography test was given
during the first period and the typewriting test was begun during the
first period and continued into the second period. During the second
period the General Clerical Test was given to the Business Practice
students.
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On March 28, the Business Fundamentals Test was given to the
Secretarial Class during the lirst period, the Clerical Class during the
second period, and the Business Practice Class during the third period
of the school day.
TABLE II
DATA AND TESTING TIMES OF THE NATIONAL BUSINESS ENTRANCE
STENOGRAPHY, TYPEWRITING, GENERAL CLERICAL, AND
BUSINESS FUNDAMENTALS TESTS FOR SELECTED
BUSINESS CLASSES AT ST. TERESA ACADEMY

Date and Class

First Period
(8:25-9:30)

Second Period Third Period
(9:35-10:40) (10:45-11:50)

March 27, 1969
Secretarial Practice
Clerical Practice

Stenography
Typewriting

Business Practice

General
Clerical

March 28, 1969
Secretarial Practice
Clerical Practice
Business Practice

Business
Fundamentals
Business
Fundamentals
Business
Fundamentals

The completed tests were sent to the National Scoring Center
for this geographical area which is located at Western Illinois
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University, Macomb, Illinois. The tests were graded and scored by
the Business Teacher Education Department at Western Illinois
University, and the results were mailed to the researcher.
The results were compared with the percentile tables sent by the
Joint Committee on Tests for the National Business Entrance Examina
tions for participating high schools in the United States and Canada.
By comparing the results of the examinees with the over-all figures of
participating high schools, it was possible to determine how well the
students at St. Teresa compared with the students of the participating
schools from the United States and Canada. The results of these
tests are discussed in further detail in Chapter V.
In order to determine if a significant difference existed between
the nationwide percentiles and the percentiles of the St. Teresa
students, the Chi-Square Test of significant difference was applied
to the percentiles of the St. Teresa students in the Stenography,
Typewriting, and Business Fundamentals Tests. In addition, the ChiSquare Test was applied to the proficiency of the St. Teresa students
for the Stenography, Typewriting, and General Clerical Tests to
determine if the student proficiency, as measured in each of these
tests, was significant.

CHAPTER V
PRESENTATION AND ANALYSIS OF DATA
The results of the National Business Entrance Tests were
analyzed in order to determine the effectiveness of St. Teresa
Academy's program of individualized instruction. The scores of St.
Teresa students were compared with the nationwide percentile table
for high schools in the United States and Canada. Table III gives
percentile and raw score distributions for the General Clerical,
Stenography, Typewriting, and Business Fundamentals Tests. The
percentiles and raw scores in this table are based on the "2000 series"
of the National Business Entrance Tests. There are two National
Business Entrance Tests. The "2000 or short series" and the "21000
or long series"

The difference in these two tests is the amount of

time it takes to complete the tests. By comparing the results of one
test center (in this case St. Teresa Academy), or of one examinee, with
the percentile and raw scores for the respective tests, it is possible to
determine how well the test center, or the examinee, compares with
other high schools and their students.
A certificate of proficiency is given to all students who earn
scores as high as, or higher than, the following minimum scores:

30
40th percentile
70th percentile
80 th percentile

50
95
95

Stenography
Typewriting
General Clerical

TABLE HI
NATIONAL BUSINESS ENTRANCE TESTS PERCENTILE TABLE
FOR PARTICIPATING HIGH SCHOOLS IN THE UNITED
STATES AND CANADA
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No proficiency is given for a skill test unless the student
completes the Business Fundamentals Test. There is no established
percentile of proficiency in Business Fundamentals. Proficiency in
Business Fundamentals matches the students proficiency in the skill
test. Therefore, the minimum level of proficiency for the stenography
students on the Business Fundamentals Test is the 40th percentile.
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Secretarial Practice
National Business Entrance Tests
There were twenty students in the Secretarial Practice class.
Table IV shows the nationwide percentiles for the Stenography and
Business Fundamentals Test and the number and per cent of St. Teresa
students in each percentile. Fourteen (70 per cent) of the students in
Secretarial Practice taking the Stenography Test achieved scores which
classified them in the proficient category. In the Business Fundament
als Test, seventeen (85 per cent) of the Secretarial Practice class
scored in the 40th percentile or above.
It is possible to see how well each student performed by
comparing the score with the nationwide percentiles. If a student
scored in the 90th percentile, this would indicate that only ten per
cent of all students taking the test did better than he, while ninety
per cent were less proficient. St. Teresa students showed a higher
level of proficiency in the Business Fundamentals Test than in the
Stenography Test. Forty-five per cent of the St. Teresa students
achieved the 70th percentile or above in the Business Fundamentals
Test, while only twenty per cent of the same group of students
achieved the 70th percentile or above on the Stenography Test. Thirty
per cent of the St. Teresa students scored below the 40th percentile on
the Stenography Test, while only fifteen per cent scored below the 40th
percentile on the Business Fundamentals Test.

32

TABLE IV
NUMBER AND PER CENT OF ST. TERESA ACADEMY STUDENTS
PARTICIPATING IN THE NATIONAL BUSINESS ENTRANCE
STENOGRAPHY AND BUSINESS FUNDAMENTALS TESTS

Percentiles
90
80
75
70
60
50
40
30
25
20
10

Stenography Test
No. of Testees Per Cent
of Testees
1
1

5%
5

2
4
3
3
2

10
2015
15
10

2
2

10
10

Business Fundamentals
No. of
Per Cent
Testees
of Testees
1
3
1
4
4
3
1

5%
15
5
20
20
15
5

2
1

10
5

Chi-Square Test
In order to determine if a significant difference existed between
the nationwide percentiles and the percentiles of the St. Teresa
students, the Chi-Square Test of significance was applied to the
percentiles of the St. Teresa students in the Stenography and
Business Fundamentals Tests for the Secretarial Practice class. The
formula u s e d w a s X 2 - ( f Q - f e ) 2

Table V indicates the percentile ranking of the St. Teresa students
as well as the test frequencies

for the Stenography Test. No
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significant difference (7.82) at the . 05 level of significance with
three degrees of freedom was found between the percentile ranking of
the St. Teresa students and the nationwide percentiles .
Table V further indicates that the larger number of students fell in
the two center quartiles of the percentile table, while the number of
students was smaller in the top and bottom quartiles of the percentile
table.
TABLE V
PERCENTILE RANKING OF ST. TERESA STUDENTS PARTICIPATING
IN THE NATIONAL BUSINESS ENTRANCE STENOGRAPHY TEST

Percentile

Observed
Frequency

75 & over

2

5

6

5

26 - 50

8

5

25 & under

4

5

51 - 74

Expected
Frequency

X2 = 4

The proficiency of the St. Teresa students on the Stenography
Test was also examined. The results of this test are shown in Table
VI. No significant difference (3.84) at che .Go level of significance
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with one degree of freedom was found in the results of the proficiency
of the St. Teresa students on the Stenography Test.
TABLE VI
PROFICIENCY DIVISION OF ST. TERESA STUDENTS
ON THE NATIONAL BUSINESS ENTRANCE
STENOGRAPHY TEST

Percentile

Observed
Frequency

Expected
Frequency

40 & over

14

12

40 & under

6

8

X2 = .83

The percentile ranking of the St. Teresa students on the Business
Fundamentals Test, shown in Table VII, indicates no significant
difference (7.82) at the . 05 level of significance with three degrees of
freedom was found. Here, too, the larger number of students fell in
the two center quartiles of the percentile table. A comparison of the
Stenography and Business Fundamentals Tests shows that the largest
number of students fell into the center quartiles in both tests.
However, on the Business Fundamentals Test this number was twelve
in comparison to fourteen on the Stenography Test.
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TABLE VII
PERCENTILE RANKING OF ST. TERESA STUDENTS PARTICIPATING
IN THE NATIONAL BUSINESS ENTRANCE BUSINESS
FUNDAMENTALS TEST

Percentile

Observed
Frequency

Expected
Frequency

75 & over

5

5

51 - 74

8

5

26 - 50

4

5

25 & under

3

5

X2 = 2.8

Clerical Practice
National Business Entrance Tests
As shown in Table VIII, forty-two St. Teresa Clerical students
took the Typewriting Test. Sixty-five per cent of the students showed
proficiency in the test.
In the Business Fundamentals Test, the St. Teresa students did
not succeed as well as they did on the Typewriting Test. Only thirteen
(32 per cent) of the students showed proficiency in the Business
Fundamentals Test. The 50th percentile contained the largest group
of students (17 per cent); however, ten per cent of the students did
achieve the 90th percentile.
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The same number of students scored in the 75th percentile on
both the Typewriting and Business Fundamentals Tests. Identical
scores occurred at the 20th, 25th, and 30th percentiles in both the
Typewriting and Business Fundamentals Tests. Table VIII also shows
that the Clerical Practice class had difficulty with the Business
Fundamentals Test, indicating a lack of achievement in the areas
covered by this test.

TABLE VIII

NUMBER AND PER CENT OF ST. TERESA ACADEMY STUDENTS
PARTICIPATING IN THE NATIONAL BUSINESS ENTRANCE
TYPEWRITING AND BUSINESS FUNDAMENTALS TESTS

Percentiles

90
80
75
70
60
50
40
30
25
20
10

Typewriting
No. of Testees Per Cent
of Testees
12
7
3
5
4
8
1

29%
17
7
12
10
19
2

1
1

2
2

Business Fundamentals
No. of Testees Per Cent
of Testees
4
2
3
4_
2
7
3
5
5
5
2

10%
5
7
10
5
17
7
12
12
12
5
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Chl-Square Test
In order to determine whether a significant difference existed
between the nationwide percentiles and the percentiles of the St.
Teresa students, the Chi-Square Test of significance was applied to
the percentiles of the St. Teresa students in the Typewriting and
Business Fundamentals Test for the Clerical Practice class. The
formula used was the same one used for the evaluation of the perfor
mance of the students on the Secretarial Practice Tests.
Table IX indicates the percentile ranking of the St. Teresa
students as well as the chi-square test frequencies for the Typewriting
Test. No significant difference (7.82) at the .05 level of significance
with three degrees of freedom was found between the percentile
ranking of the St. Teresa students and the nationwide percentiles.
Table IX also shows that the largest number of students fell in the
"75 and over" quartile (22) while the smallest number of students (2)
fell in the "25 and under" quartile. The two center quartiles each show
the same number of students—nine.
The proficiency of the St. Teresa students on the Typewriting Test
is shown in Table X. In this test, X2 = 23.50, which was larger than
the .05 level of significance (3.42) with one degree of freedom;
therefore the null hypothesis was rejected. There was a significant
difference at the .05 level of significance. This difference seems to
be a result of the high level of proficiency on this test. As shown
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TABLE IX

PERCENTILE RANKING OF ST. TERESA STUDENTS PARTICIPATING
IN THE NATIONAL BUSINESS ENTRANCE TYPEWRITING TEST

Percentile

Observed
Frequency

75 & over

Expected
Frequency

22

10.5

51 - 74

9

10.5

26 - 50

9

10.5

25 & under

2

10.5

X 2 - It99

TABLE X

PROFICIENCY DIVISION OF ST. TERESA STUDENTS
ON THE NATIONAL BUSINESS ENTRANCE
TYPEWRITING TEST

Percentile

Observed
Frequency

70 & over

27

12.6

70 & under

15

29.4

X2 = 23.50

Expected
Frequency
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in Table X, twenty-seven of the forty-two students taking the
Typewriting Test scored in the 70th percentile and above. (The 70th
percentile and above is considered proficiency).
Table XI shows the results of the percentile ranking of the St.
Teresa Clerical students on the Business Fundamentals Test. No
significant difference (7.82) at the . 05 level of significance with
three degrees of freedom was found between the percentile ranking of
the St. Teresa students and the nationwide percentiles. Table XI
indicates that twenty-seven of the forty-two pupils who took this test
fell in the lower two quartiles. When contrasted with the results of
the Typewriting Test, in which thirty-one of the students fell in the
upper two quartiles, it may be concluded that the students are more
proficient in typewriting than in Business Fundamentals.

TABLE XI
PERCENTILE RANKING OF ST. TERESA STUDENTS PARTICIPATING
IN THE NATIONAL BUSINESS ENTRANCE
BUSINESS FUNDAMENTALS TEST

Percentile

Observed
Frequency

Expected
Frequency

75 & over

9

10.5

51 - 74

6

10.5

26 - 50

15

10.5

25 & under

12

10.5
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Business Practice
National Business Entrance Test
Thirteen St. Teresa students took part in the General Clerical
Test. Table XII shows that six (46 per cent) of the students showed
proficiency in the General Clerical Test. Thirty-one per cent of the
students taking this test were in the 00th percentile.
None of the students showed proficiency in the Business
Fundamentals Test. Four of the students ( 31 per cent) had raw scores
that were too low to be ranked on the percentile table. No student
in this class was above the 60th percentile. Table XII shows that the
Business Practice class has difficulty with Business Fundamentals;
it may, therefore, be concluded that instruction and level of
achievement for these particular students needs improvement.
Chi-Square Test
The Chi-Square Test for significant difference could not be made
for the students in Business Practice. Since the number of students
participating in the test was small (thirteen), and the chi-square test
requires at least twenty students, in this case the test could not be
made for Business Practice students taking the General Clerical and
Business Fundamentals Tests.
However, a test on the proficiency of the St. Teresa students on
the General Clerical Test was made. Table XIII shows that a
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significant difference (3.84) at the .05 level of significance was
found, and the null hypothesis was rejected.

TABLE XII

NUMBER AND PER CENT OF ST. TERESA ACADEMY STUDENTS
PARTICIPATING IN THE NATIONAL BUSINESS ENTRANCE
GENERAL CLERICAL AND BUSINESS
FUNDAMENTALS TESTS

Percentiles

90
80
75
70
60
50
40
30
25
20
10
no score

Business Fundamentals
General Clerical
No. of Testees Per Cent
No. of Testees Per Cent
of Testees
of Testees

4
2

31%
15

2
2

15
15

1
1

8
8

1

8

2
1
1

15
8
8

1
2
2
4

8
15
15
31
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TABLE XIII

PROFICIENCY DIVISION OF ST. TERESA STUDENTS
ON THE NATIONAL BUSINESS ENTRANCE
GENERAL CLERICAL TEST

Percentile

Observed
Frequency

Expected
Frequency

80 & over

6

2.6

80 & under

7

10.4

X 2 - 5.5

Summary

The Secretarial, Clerical, and Business Practice test results are
summarized in Table XIV.
The Secretarial Practice class showed greater proficiency on the
Business Fundamentals Test (eighty-five per cent) than on the
Stenography Test (seventy per cent).
The students of Clerical Practice showed more proficiency in
typewriting than they did in Business Fundamentals.
The Business Practice students are very poor in Business
Fundamentals. No student shows proficiency. These students also
are slightly lower in their skill area than the Secretarial and Clerical
Practice students.
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The students of Secretarial, Clerical, and Business Practice
classes showed proficiency in the skill subjects for their individual
class. Sixty-four per cent of all of the St. Teresa students taking
Stenography, Typewriting, and General Clerical Tests were proficient.
Five out of the seventy-five students who took the skill tests were
awarded National Business Entrance certificates of superior proficiency.
Forty-two of the students merited certificates of proficiency.
The results of the students' performance on the Business
Fundamentals Test were lower than the performance on the skill tests.
Only forty per cent of the students at St. Teresa showed proficiency in
the Business Fundamentals Test.
The Chi-Square Tests showed no significant difference at the
.05 level on all tests with the exception of the proficiency test for
Typewriting and General Clerical. These tests showed that there was
a significant difference at the .05 level.

TABLE XIV
PERCENTILE RANKING OF ST. TERESA ACADEMY STUDENTS PARTICIPATING
IN THE NATIONAL BUSINESS ENTRANCE STENOGRAPHY, TYPEWRITING,
GENERAL CLERICAL, AND BUSINESS FUNDAMENTALS TESTS

Percentile

90
80
75
70
60
50
40
30
25
20
10
no score

Secretarial Practice
Stenography
Business Fund.

1
1
2
4
3
JL..
2

1
3
1
4
4
3
X.

Clerical Practice
Typewriting
Business Fund.

12

7
3
.Jl.
4
8
1

1
2
2

2
1

1

4
2
3
A.
2
7
3
5
5
5
2

Business Practice
General
Business Fund.
Clerical

4
2

2
2

2
1
1

1
1

1
2
2
4

proficiency line. Students above this line were proficier t in their skill test.

CHAPTER VI

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

The purpose of this study was to determine the effectiveness of
an individualized instruction program on the senior level at St. Teresa
Academy.
A program of individualized instruction was in progress at St.
Teresa Academy which centers around the individual and takes into
consideration his abilities, needs, and growth potential. Since the
program has been in operation for two years, it is important to know its
effectiveness.
There are five programs of instruction at St. Teresa. Three of
these programs were selected fur evaluation. On March 27 and 28,
1969, the National Business Entrance Tests in Stenography, Typewriting,
General Clerical, and Business Fundamentals were given. Tests were
administered to a total of seventy-six students. The completed tests
were sent to the national testing center for this geographical area
which is located at Western Illinois University at Macomb for scoring.
The results were compared with the percentile tables prepared
by the Joint Committee on Tests for the National Business Entrance
Tests for participating high schools in the United States and Canada.
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By comparing the results of the examinees with the overall figures of
participating high schools, it was possible to determine how well the
students at St. Teresa Academy compared with the students of the
participating high schools in the United States and Canada.
In order to determine if a significant difference existed between
the nationwide percentiles and the percentiles of the St. Teresa
students, the Chi-Square Test of significance was applied to the
percentiles of the St. Teresa students in the Stenography, Typewriting,
and Business Fundamentals Tests. Chi-Square was also applied to the
proficiency of the St. Teresa students for the Stenography, Typewriting,
and General Clerical Tests.
Summary of Findings
The Secretarial students taking the Stenography and Business
Fundamentals Tests showed seventy per cent proficiency on the
Stenography Test and eighty-five per cent proficiency on the Business
Fundamentals Test.
The Clerical students taking the Typewriting and Business
Fundamentals Tests showed sixty-five per cent proficiency on the
Typewriting Test and thirty-two per cent proficiency on the Business
Fundamentals Test.
The Business Practice students taking the General Clerical and
Business Fundamentals Tests showed forty-six per cent proficiency on
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the General Clerical Test, and there was no proficiency shown for the
Business Fundamentals Test for this class.
The students of Secretarial, Clerical, and Business Practice
showed proficiency in the skills area for their individual classes.
Sixty-four per cent of all the St. Teresa students taking the Stenography,
Typewriting, and General Clerical Tests were proficient. Five students
out of the seventy-five taking the skill tests were awarded certificates
of superior proficiency, and forty-two students were awarded
certificates of proficiency. These certificates were awarded by the
National Business Entrance Tests.
The total results of the student performance on the Business
Fundamentals Test were somewhat lower than the level of performance
on the skill tests. Only forty per cent of the students were proficient
in the Business Fundamentals Test.
The hypothesis that there is no significant difference at the . 05
level of significance between the results of the St. Teresa students
and the nationwide percentiles on the National Business Entrance Tests
was accepted for the Stenography, Typewriting, and Business Funda
mentals Tests. However, this hypothesis was rejected for the results
of the proficiency of St. Teresa students on the Typewriting and
General Clerical Tests. These two tests showed that there was a
significant difference at the .05 level of significance.
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Conclusions
The conclusions that can be determined from this study will be
given for each of the classes evaluated.
Secretarial Practice
1. The students in Secretarial Practice are proficient in
Stenography. Seventy per cent of the students tested showed
this to be true.
2. The same class of students are proficient in Business
Fundamentals as shown by the test. Eighty-five per cent of
those tested were proficient.
Clerical Practice
1. The students in Clerical Practice are proficient in Typewriting.
This is evident in sixty-five per cent of the students tested.
2. The students of Clerical Practice showed a low degree of
proficiency in Business Fundamentals. Sixty-eight were
below the proficiency level. This indicates a lack of
achievement in the areas covered by this test.
Business Practice
1. Business Practice students did not show as much proficiency
as the students enrolled in the other classes. Forty-six per
cent of these students were proficient. There appears to be
a need for a reevaluation of the Business Practice course.
2. The Business Practice students are not proficient in Business
Fundamentals . The areas covered on this test apparently
need more emphasis in the Business Practice curriculum.
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Recommendations
The following recommendations are based on this study:
1. There is a need for improvement in the skill areas for the
Business Practice students.
2. There is a need for the institution of a Business English
course for students taking Clerical and Business Practice.
3. The junior level Secretarial, Clerical, and Business Practice
programs should be studied to determine if improvements and
revisions are necessary at this level of study.
4. An experimental study should be made comparing two groups
of students from the same school. One group should be
taught under the individualized program and another group
should be taught under the traditional program.
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APPENDICES

APPENDIX A
Grade and Course Sheets for
Secretarial, Clerical, and Business Practice

SECRETARIAL PRACTICE
Work and Grade Sheet
Off.
I
Man.
VI

VII

II

VIII

III

IX

Shorthand speed & date passed

V

IV

Tot.

X

Budgeting

Civil Service
shhd.
1
Type
Filing

VII
VII

60-5
80-5
100-3
100-5
120-3
120-5
140-3
140-5
above

Dictaphone

VIII

20

15
10

10

Mailable
Letters

13

10

14

15

16

17

18

19

XI

XII

Notes

40
35
30
25

20

X

VI

TYPEWRITING

Proc uction Tests

5 minute speed tests
80
70
60
50
40
30

IX

V

20

21

22

23

11

12

24

25

CD
CD

CLERICAL PRACTICE
Grade & Work Sheet
III

IV

VII

VI

V

Extra Reading

Dictaphone
Keypunch

VIII

Off
Prac

34

IX

X

12 3 4
Intro
35 36

XI

XII

5 6 7
mach
Gregg
File

Typp.Writing

8 9 10 11 12
production

Payroll

13 14 15 16
commun.
Recep
tion

17 18 19 2 0 2 1 2 2
copy
mail
NBET
AMS-s

23 30
cash

Production tests

5 minute speed test
80
70
60
50
40
30
20
10
5
Practice j
o
Typing
Set
• b

24 25 26 27 28 29
filing
Civil
Service

NOTES

40
35
30
25
20
15
10
5
0
1
1

2

3

4

5

6

7

8

31 32 33
sales

9

10

1—

BUSINESS PRACTICE
Grade & work sheet

APPENDIX B
Raw Score of St. Teresa Students On Selected
National Business Entrance Tests
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NBET RAW SCORE TEST RESULTS FOR
ST. TERESA ACADEMY STUDENTS

Testee Number

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32

Business
Fundamentals

40
63
50
52
47
45
49
50
55
48
56
51
62
58
50
55
61
44
54
54
62
60
57
58
59
58
66
48
57
63
54
58

TypeWriting

Steno
graphy

General
Clerical

130cs
125cs
115c
110c
95c
80
100c
115c
110c
70
65c
115c
95c
95c
110c
100c
80
110c
100c
115c
85
110c
80
125c
85
110c
95c
70
110c
115c
35
80

60

NBET TEST RESULTS (cont'd)

Testee Number

33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62
63
64
65
66
67
68
69
70

Business
Fundamentals

59
46
67
57
50
35
51
48
63
53
55
64
44
49
53
41
51
61
59
46
33
54
57
61
56
50
46
61
38
61
62
47
30
60
64
61
65
49

Typewriting

Stenography

General
Clerical

85c
80
55c
50c
85
80
45
80
90
115c
80
50c
60

95c
95c
80
115c
20

115c
75
50
110c
55c
50c
70c
95c
80
55c
115c
70c
85
100c
50c
105c
65c
40
15

61

NBET TEST RESULTS (concluded)

Testee Number

Business
Fundamentals

71
72
73
74
75
76

47
55
48
58
47

TypeWriting

Stenography
25

115c
60c
40
105c

c — certificate of proficiency
cs — certificate of superior proficiency

General
Clerical

APPENDIX C
Letter concerning use of NBET Tests
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II SIXTEENTH STREET, N.W.
WASHINGTON, D.C. 20036

National Business Education Association

a
July 15, 1969

M r . J a m e s W. C l a x t o n
509 N o r t h 4 t h
Belleville, Illinois

62223

Dear Mr. Claxton:
Thank you for your good l e t t e r of July 1 requesting permission to use
t h e NBETests i n t h e a p p e n d i x o f y o u r t h e s i s . I am s o r r y t o s a y t h a t
we c a n n o t g i v e p e r m i s s i o n f o r a n y o n e t o u s e t h e t e s t s i n s u c h a m a n n e r .
The t e s t s are of a very confidential nature and if you used them in
y o u r t h e s i s t h e n t h e y w o u l d be o p e n t o t h e p u b l i c * I am s u r e y o u c a n
a p p r e c i a t e why we c a n ' t g r a n t p e r m i s s i o n s i n c e i t w o u l d be a p r e a c h o f
o u r c o d e a n d u n f a i r t o t h e o t h e r p e r s o n s who h a v e h a d s i m i l a r r e q u e s t s .
Please get in touch with us if you have any further questions or requests.
Sincerely yours,

( M r s . ) L i n d a W. S m i t h
NBETesting Service

President
President-Elect

Donald J Tate, Arizona State University. Tempe, Arizona 85281
J. Curtis Hall, Virginia Commonwealth University. Richmond, Virginia 23220

Treasurer
Past-President
Executive Director

Leonard L. Oarpenter, Portland Public Schools, Portland, Oregon 97208
Russell J. Hosier, The University o f Wisconsin, Madison, Wisconsin 53706
0. J. Byrnslde, NEA Center, 1201 16th St., N.W, Washington, D.C. 20036

NBEA — Publishers of

A DEPARTMENT OF THE NATIONAL EDUCATION
A S S O C I A T I O N 0F THE U N I T E D STATES

Business Education Forum

• NATIONAL BUSINESS
• National

EDUCATION QUARTERLY

Business Education Yearbook

